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This is the Annual Overview Course for the SAP Module that
the State uses for its Performance Budgeting & Accountability
System (PBAS)

The Annual Operations Plan is prepared with this functionality

This Module is used to store both financial data &
performance data which operates outside the AASIS System
and therefore provides the State with the flexibility needed to
prepare budgets and not impact day to day operations.

DFA - Office of Budget
Carla Wooley, January 2003
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CURRICULUM OVERVIEW

The units that make up the
SEM-BPS Annual Training OVERVIEW
curriculum are shown at right.

ANNUAL COST CENTER
ANNUAL POSITION

Agency users who require only ANNUAL VALIDATION
the ability to run Annual BW

reports will take the Overview
and Annual BW Reporting.

ANNUAL BW REPORTING

DFA - Office of Budget
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Financial Accounting (Fl) — includes Funds Management Module

Controlling (CO) - includes Project Systems

Materials Management (MM)
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SAP SEM BPS (Business Planning and Simulation)

Planning Functions Planning Applications

* Copy « Strategic planning

* Distribution « Integration of strategic

» Bottom-up planning planning and budgeting
* What-if scenarios * Monitoring and reporting

* Fringe Benefit Calculations of performance data

* Budget Validation

SEM-BIC SEM-BPS SEM-BCS SEM-CPM SEM-SRM
=
| |
::-1?- :'-ﬂ
N SE
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There are two components within the Strategic Enterprise
Management Module that are being used by the State.

The Business Planning & Simulation (BPS) component is used to
prepare the financial data required to complete an Annual Plan and
the Biennial Request.

The Corporate Performance Monitor (CPM) component will be used to
prepare performance data — such as Strategic Plans, targets,
measures and resulits.

DFA - Office of Budget
Carla Wooley, January 2003
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Much like the old budget legacy systems, BPS is built by “extracting” data from AASIS and once the
annual/biennial processes are finished that data will be “retracted” back into AASIS.

* Information will be extracted from AASIS Modules on March 31st
* Position information will be extracted from the HR Module
* Cost center & WBS master data will be extracted from the Controlling Module & Project Systems
* Finance Master Data (fund, funds centers, cost elements, etc) as well as FY04 authorized budget
amounts will be extracted from the FI-Funds Management Module

Once completed the Annual Operations Plans that have been prepared at the cost element/cost center level will
be “retracted” to the Controlling Module. During the year agencies can compare actual expenditures to the
AOP for cost centers by running Cost Centers: Actual/Plan Variance Report (S_ALR_87013611).

AOP prepared at the cost element/WBS level will be “retracted” to Project Systems. During the year agencies
can compare actual expenditures to the AOP for WBS elements by running the WBS: Actual/Plan
Comparison:Periods Report (S_ALR_87013544). ONLY HEALTH DEPT

Prior to the beginning of each biennium, recommended positions will be “retracted” to the HR Module (need
position control report) and authorized budget amounts will be “retracted” to the FM Module (Y_DEV_80000004).

DFA - Office of Budget
Carla Wooley, January 2003 10
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STATE OF ARKANSAS

BUDGET PLANNING
PERIODS

DFA - Office of Budget
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BUDGET PLANNING PERIODS

Biennial

#2003 - 05 = July 1, 2003 - June 30, 2005
2005 - 07 = July 1, 2005 - June 30, 2007

Annual

d

Base Level for 2003-2005

B FYO03 = July 1, 2002 - June 30, 2003
FY04 = July 1, 2003 - June 30, 2004 <
FYOS5 = July 1, 2004 - June 30, 2005

‘Bujuueld jenuuy 10) pajoesyd

DFA - Office of Budget
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The State has 2 budget planning periods:

BIENNIAL - 2 year period with fiscal years that begin on July 15t and end on June 30t"
ANNUAL -1 year period that begins on July 15t and ends on June 30"

The first annual budget prepared in BPS was for FY03
The first biennial budget prepared in BPS was for 2003-2005

Agencies will begin preparation of the FY04 Annual Operations Plan (AOP) in April,
2003 and will be completed in May, 2003.

The FY03 AOP became the “Base” or starting point for agencies to prepare a
biennial budget request for the 2003-05 biennium.

The final actions of the 84th General Assembly for the 2003-05 biennium will be
reflected in BPS and used by the agencies to prepare AOP for FY04 and FYO05.

DFA - Office of Budget
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R/3 (AASIS)

FI & HR TERMS
REVIEW
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FI TERMS

TERM DEFINITION

FUND 7 DIGIT CODE REPRESENTING CASH AND TREASURY
FUNDS

FUNDS CENTER CODE THAT REPRESENTS THE LEGAL SPENDING

AUTHORITY IN AN APPROPRIATION ACT AND
ESTABLISHES BUDGET CONTROL

SUB FUNDS CENTER MISCELLANEOUS COMMITMENT ITEM

COMMITMENT ITEM BREAKDOWN OF EXPENSE CATEGORIES OF AN
AGENCY’S APPROPRIATION (5020002 = OPERATING
EXPENSES)

COST ELEMENT (GL CODE) MASTER RECORD DESCRIPTION OF REVENUE AND
EXPENDITURES

COST CENTER ORGANIZATIONAL STRUCTURE OF AGENCY

WORK BREAKDOWN STRUCTURE REPRESENTS GRANT AND CONSTRUCTION ACTIVITIES
OF AN AGENCY

FUNCTIONAL AREA REPRESENTS CAFR (COMPREHENSIVE ANNUAL
FINANCIAL REPORT) PROGRAMS

BUDGET QUAD FUND+FUNDS CENTER+ COMMITMENT ITEM+
FUNCTIONAL AREA

DFA - Office of Budget
Carla Wooley, January 2003 15
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HR TERMS

TERM DEFINITION

BUSINESS AREA 4 DIGIT AGENCY NUMBER WITH LEADING ZERO
(EX. 0610)

POSITION NUMBER 8 DIGITS (EX. 22080157)

JOB (SHORT DESCRIPTION) 4 DIGIT CLASS CODE (EX. K153, 9906)

(CASE SENSITIVE ON SEARCH)

JOB (MEDIUM DESCRIPTION) CLASSIFICATION TITLE DESCRIPTION (EX.
SECRETARY Il) (CASE SENSITIVE SEARCH)

EVERY JOB (CLASS CODE) HAS AN 8 DIGIT SAP
NUMBER ASSIGNMENT (EX. K153 - 21669779)

CLASSIFICATION

UPGRADE / DOWNGRADE STATEWIDE GRADE CHANGE OF A CLASSIFICATION
POSITION RECLASSIFICATION CHANGE AUTHORIZED CLASSIFICATION OF AN
INDIVIDUAL POSITION
CLASSIFIED GRADES 1 - 26
UNCLASSIFIED GRADES 99 & 66

DFA - Office of Budget
Carla Wooley, January 2003 16
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HR TERMS (continued)

TERM DEFINITION

PAY GRADE GRADE ASSIGNED TO A JOB

JOB CLASSIFICATION

CLIP CAREER LADDER INCENTIVE PLAN
ADDITIONAL POSITION * X6100001

X = ADDITIONAL
610 = AGENCY NUMBER (USE YOUR AGENCY #)
0001 — 9999 = SEQUENTIAL NUMBER

* In the annual process, new positions agencies received
during the biennial budget process will be represented with
the same “X” position number. These position numbers
will be converted to a regular position number when
retracted back to the HR Module.

DFA - Office of Budget
Carla Wooley, January 2003 17
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BUSINESS WAREHOUSE (BW)

TERMS
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BUSINESS WAREHOUSE (BW) TERMS

TERM DEFINITION
BUSINESS EXPLORER (BEx) REPORTING TOOL FOR BPS; HOW USERS
ANALYZER REQUEST REPORTS; THEY DO NOT HAVE TO

BE PRINTED, USER CAN VIEW THEM ONLINE

WORKBOOK DESIGNED REPORTS THAT ALL AGENCIES USE
(EX. SALARY PROJECTION REPORT)

VARIABLE USED FOR DATA RESTRICTION WHEN
EXECUTING A REPORT (EX. VIEW POSITIONS
IN A COST CENTER RANGE RATHER THAN
ENTIRE AGENCY)

REFRESH FUNCTION TO ACCESS THE MOST CURRENT
DATA IN BPS

DFA - Office of Budget
Carla Wooley, January 2003 19



Strategic Enterprise Management-
AASIS Training Guide Business Planning and Simulation

SEM-BPS Annual Overview

HR TERMS FOR BW REPORTING

TERM DEFINITION

PAY GRADE GRADE ASSIGNED TO A JOB (NON-CLASSIFIED JOBS WILL
HAVE THE 4 DIGIT CLASS CODE IN THE PAY GRADE
FIELD)

PAY GRADE LEVEL 01

PAY GRADE TYPE 01 - CLASSIFIED (GRADES 1-26)

02 - NON-CLASSIFIED (GRADES 99 & 66)
03 - EXTRA HELP

GRADE REGION 01
COUNTRY GROUPING 10

DFA - Office of Budget
Carla Wooley, January 2003 20
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IMPORTANT NOTE: Because both HR and FlI

use one system, each extra help position will be

reflected on the position layouts. It was
necessary to include extra help on the position

layouts in order to calculate fringe benefits and
to assist with biennium conversion efforts.

It is not necessary to budget an amount on each
extra help position, but the amount on each
extra help position budgeted should not exceed
the Social Security maximum salary threshold.

DFA - Office of Budget
Carla Wooley, January 2003
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Strategic Enterprise Management

Business Planning and Simulation
(SEM-BPS) Terms

DFA - Office of Budget
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SEM-BPS TERMS

TERM DEFINITION

VERSION PHASES OF BIENNIAL OR ANNUAL BUDGET PROCESS

SCENARIO ACTIVE AND “WHAT IF” PLANNING FOR MANAGERS/DIRECTORS
TO USE IN DECISION MAKING PROCESS

VARIABLE USED FOR DATA RESTRICTION WHEN EXECUTING FUNCTIONS
OR SEQUENCES

PLANNING PROFILE ANNUAL OR BIENNIAL; REPRESENTS THE AGENCY & DFA

PLANNING AREA HIGHEST LEVEL OF THE PLANNING ARCHITECTURE - INFO CUBE
USED BY STATE FOR ANNUAL/BIENNIAL PROCESSES

PLANNING LEVEL SECOND LEVEL OF THE PLANNING ARCHITECTURE - FIELDS
(POSITIONS, COST CENTERS) WITHIN THE INFO CUBE

PLANNING PACKAGE LOWEST LEVEL OF THE PLANNING ARCHITECTURE - VALUES

USED BY THE PLANNING LEVEL; ONE TO ONE RELATIONSHIP
WITH PLANNING LEVELS

PLANNING LAYOUT SCREEN USED FOR PLANNING - POSITION, COST CENTER,
OR WBS; DATA ENTRY
PLANNING FUNCTIONS PREDEFINED MACROS THAT HAVE BEEN WRITTEN TO DO SUCH
THINGS AS CALCULATE FRINGE BENEFITS OR CHANGE COST
DFA - Office of Budget CENTERS
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SEM-BPS

ANNUAL PLANNING VERSIONS

DFA - Office of Budget
Carla Wooley, January 2003 24
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ANNUAL PLANNING VERSIONS

Version OA =  Current Plan; initial “extraction” of data from the
HR/FI/CO modules of AASIS. Used by DFA to verify
data, apply cost of living increase and update rates
for fringe benefits

Version 1A = Agency Distributed Plan; Annual Operations Plan at the
lowest level

» Includes cost of living increase
» Career service payments

» Changes made by agencies
» Agencies use this version only

Version 2A =  DFA (Office of Budget & Accounting) review of Annual
Operations Plan submitted by agencies

Version 3A = Final Plan

» Retracted to controlling and project systems module of
AASIS
DFA - Office of Budget
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SEM-BPS

USER ROLES

DFA - Office of Budget
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SEM-BPS USER ROLES

ROLE DEFINITION

State Agency Data Entry User has the capability to produce standard Business
Warehouse (BW) Annual Reports. User has the capability
to enter and change data to complete the Annual
Operations Plan.

State Agency Approval User has the capability to produce standard Business
Warehouse (BW) Annual Reports. User has the capability
to enter and change data to complete the Annual
Operations Plan. User has the ability to verify that the
Annual Operations Plan does not exceed the authorized
biennial budget. Approves the Annual Operations Plan
prior to its submission to the DFA-Office of Budget.

State Agency BW Reporting User will have the ability to display information in the
system by having the capability to produce
standard Business Warehouse (BW) Annual Reports.

DFA - Office of Budget
Carla Wooley, January 2003 27
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SEM-BPS

FUNCTIONAL DESIGN

DFA - Office of Budget
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FUNCTIONAL DESIGN: SCREEN NAVIGATION

You can select profiles with their associated functions:

PRI [PTeiE Example: Agency Profile or the DFA Profile

Business Planning and Simulation

Close navigation | Flanning | Global planning seguences |

Flanning profile Technical name
Annual Agency Approval Profile POSAGARPA
Annual Agency Profile POSAGEMA
Annual DFA standard profile FOSEXEAA
Biennial Agency Profile FOSAGERNB
Biennial Agency Approval Profile FOSAGARE
Biennial DFA standard profile FOSEXECH
DFA BPS Administrator profile POSEXEC

=et variables User will select necessary variable values for budgeting.

Help
C@e BEHE DDO0 BE @ o
Business Planning and Simulation

Planning ‘ Planning profile ‘ Global planning sequences

LA
Plan. area |Mame of planning area wariahle Description of variable Characteristic Description Fromvalue To valug
AZSBPO1A|Budget Preparation Annual [ BPSYERD1 |BudgetPrep Wersion (User-Specific) ZBPSVERS BudgetPrep Version |14
AZSBPO1A|Budget Preparation Annual VBUSAREA |Business Area 0BUS_AREA |Business area 0513
AZSBPO1A|Budget Preparation Annual VCHGDES |Change Designation ZCHANGE Designation
AZSBPO1A|Budget Preparation Annual VCHANG Change Level ZCHANGE Designation
AZSBPO1A|Budget Preparation Annual WVCOSTCEN |Cost Center ZCOSTCNT Cost center 0000353201 (0000355200
AZSBPO1A|Budget Preparation Annual (COSTELM | CostElement OCOSTELMNT | Cost element
AZSBPO1A(Budget Preparation Annual [FUNDO1 Fund OFUND Fund
AZSBPO1A(Budget Preparation Annual [FUNDS_01 |Funds center OFUNDS_CTR |Funds center
AZSBPO1A|Budget Preparation Annual |WJOB Job (FROM) 0JOB Job
AZSBPO1A|Budget Preparation Annual |WJOB2 Job (TC) 0JoB Job
AZSBPO1A|Budget Preparation Annual | ZCOSTSEL |Mew Cost Center ZCOSTCHNT Cost center
AZSBPO1A|Budget Preparation Annual |WRPAYGLY3  |PayGrade and Level 0SALARYGR  |Pay Grade
AZSBPO1A|Budget Preparation Annual WRPAYGLY3  |PayGrade and Level OSALARYLY  |Paygrade level
AZSBPO1A|Budget Preparation Annual WRPAYGRDZ |Paygrade 0SALARYGR  |Pay Grade
ATSBPO1A|Budget Preparation Annual (WPAYGLY2 |Paygrade Lewel OSALARYLY  |Paygrade level
ATSBPO1A|Budget Preparation Annual (WPAYSTRU |Paygrade Structure OSALARNTY | Pay grade structure
AZSBPO1A|Budget Preparation Annual WRPOSITIO | Pasition (FROM) OHRPOSITION |Position
. ATSBPO1A|Budget Preparation Annual WPOS2 Pasitian (TOY OHRPOSITION |Position

DFA - Office of Budget AZSBPO1A|Budget Preparation Annual[VSCEN |Bcenario ZECEMARID | Scenaria A5

AZSBP01A{Budget Preparation Annual WwBS_ELO1 |Work breakdown structure element (WBS el |0WBS_ELEMT |WiBS element

Carla Wooley, January 2003 29



Strategic Enterprise Management-

AASIS Training Guide Business Planning and Simulation
SEM-BPS Annual Overview

FUNCTIONAL DESIGN: SCREEN NAVIGATION

Displays the navigation screen with
Dizplay navigation | planning environment settings (planning
areas, levels, and packages)

S Displays the whole screen without
Cloze navigation ‘ planning environment settings
(planning areas, levels, and packages)

v Displays active objects

- Planning Profile, Area,
Level, Package, Function

Annusl Agency Profile (POSAGEMNA)

Planning objects

Planning area Budget Preparation BPS Big (AZ5BP018)
Planning level Annual Agency position budg(Cost Center) (BPOSAAAC) a n d G ro u p
Planning packsge Cost Center Package (AGENCALL)
Planning function Distribute to periods (DISTRIBU)
Parameter group 1 Petiod (PERIODT)
v
. =
Global planning sequences Currently not used in SEM-BPS

DFA - Office of Budget
Carla Wooley, January 2003 30
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FUNCTIONAL DESIGN: VARIABLES

Edit Goto  Utilities  Tools e Help

ld B Ca@ CHE ODOLHD BE @m
Business Planning and Simulation

ANNUAL VARIABLE
SCREEN LAYOUT

Flanning | Flanning profile | Global planning sequences

(3] [¥

Plan. area |Mame of planning area Yariahle Description ofvariahle Characteristic |Description From value To value
AZSBPO1A Budaget Preparation Annual |[BFSVERDT (BudgetPrep Version (User-Specific) ZBPEVERS BudgetPrep Version | 1A
AZFSBPO1A | Budaget Preparation Annual [WBUSAREA |Business Area 0BUS_AREA  |Business area 0613
AZSBPO1A | Budget Preparation Annual [WCHGDES (Change Designation ZCHAMGE Designation

AZSBPO1A | Budget Preparation Annual |[WVCHAMG Change Level ZCHARMGE Designation

AZSBPO1A | Budget Preparation Annual [WCOSTCEM | Cost Center ZCOETCHNT Cost center 0000353201 (0000355200
AZSBHPO1A |Budget Freparation Annual [COSTELM  [Cost Element QCOSTELMMT |Cost element

AZSBPO1A | Budget Preparation Annual [FURNDO1 Fund QFUMND Fund

AZSBPO1A | Budget Preparation Annual [FURDS_01 [Funds center QFUNDS_CTR |Funds center

AZSBPO1A | Budget Preparation Annual [WJOB Job (FROM) 0JoB Joh

AZSBPO1A | Budget Freparation Annual |VJOB2 Jab (T 0JoB Joh

AZSBPO1A | Budaget Preparation Annual [ZCOSTSEL (Mew Cost Center ZCOSTCHT Cost center
AZSBPO1A|Budget Preparation Annual |WPAYGLYI |PayGrade and Level 0SALARYGR  |Pay Grade

AZSBPO1A | Budget Preparation Annual [WPAYGLYI  (PayGrade and Level 0SALARYLY  |Pay grade level
AZSBPO1A Budget Preparation Annual [WPAYGRDZ |Pavarade QSALARYGR  |Pay Grade
AZSBPO1A|Budget Preparation Annual |WVPAYGLY2 |Payorade Level 0SALARYLY  |Pay arade level
AZSBPO1A | Budget Freparation Annual [VPAYSTRU [Paygrade Structure 0SALARYTY |Pay grade structure
AZSBPO1A | Budaget Preparation Annual [WPQOSITIO  [Position (FROM) OHRPQSITION |Position

AZSBPO1 A |Budaet Preparation Annual |VPOS2 Fasition (T OHRPOSITION |Position

AZSBPO1A | Budget Preparation Annual [WSCEN Scenario FECENARIO  |Scenario AA
AZSBPO1A|Budget Preparation Annual [WEBS_ELD1 [Work breakdown structure elerment (WBS el |0WWBS_ELEMT [WBS element

DFA - Office of Budget
Carla Wooley, January 2003 31
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SET VARIABLES NAVIGATION

Icons used to navigate

Flanning profile | zlobal planning sequences

within the Variable Layout

. of planning area Wfariable Crescription of wariable Characteristic | Description Walue Ta wi
AZSHFPO1B El\dget Freparation BFS Big |BPSWERO1 |BudgetPrep Wersion (UserSpecific) ZBPSWERS BudgetPrep Wersion |14
AZSBPO1B |BulYget Preparation BFS Big |WBUSAREA |Business Area OBUS_AREA |Business area 0470
AZSBHPO1B |BudYet Preparation BFS Big |WCHANG Change Lewel ZCHAMGE Lrezignation
AZSHFPO1B Elu-:lg\t Freparation BPS Big |WCOSTCEN |Cost Center ZCOSTCHNT Cost center
AZSBPO1B |BudgeWFreparation BFS Big |(COSTELM  |Cost Element OCOSTELMMNT |Cost element
AZSHFPO1B |Budget §reparation BFS Big |FUNDOA Fund OF UMD Fund
AZSBPO1E [Budget PReparation BFS Big [FUNDS_01 |Funds center OFUMDS_CTR |Funds center
AZSBEPOMB (Budget Pr%aratinn BFS Big |WJOB Job (FROM) oJoB Jdob
AFSBEPOMB [Budget Prekratinn BFS Big |WJOBZ Job (TOY oJOB Jdob (

> g

TO/FROM VALUE DROP
DOWN BOX

¢[B][%

SET VARIABLES TOOL BAR

DFA - Office of Budget

Carla Wooley, January 2003 32



Strategic Enterprise Management-
AASIS Training Guide Business Planning and Simulation

SEM-BPS Annual Overview

SET VARIABLES NAVIGATION

Set and edit your variable selections

Set and edit selections

&

. % - o Values can not be keyed

: | directly on the Variable

Screen. The user must

B € 5 always place the cursor in
" ool on" the “From Value” column and
vx click on the drop down box to

view the drop down menu.

Clears selected variable

= [9)

Defines filter criteria (one time setting)

Define Filter Criteria

Filter by wariahle status

) Allvariables

() Already restricted
FEEEREEREEEEEE '> () Restriction necessary
() Restriction is missing
® Userinput allowed

Filter by planning area
Al planning areas
@ Planning area BZSEFETA

DFA - Office of Budget 7 R
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SET VARIABLES NAVIGATION

@ Clears the content of the highlighted line

ElEIE

onditions

‘Cnstnenbr

ST O
353201 [ ]

Inserts a blank line at the top of the
selection conditions

D | e [« ]| I

i s DTQE  First page, previous page, next page,

vix last page on your selection conditions

E Generates your personal value list. This list contains the previous

L) - - L)
:  items you used in your search criteria
L] [
L]
- dil selaclions
L]
L]
L] Controlling area ARK
u FH area ARK
L]
] ‘Funds center Cost cente|Short Description Medium Description Business :|Company cofPostal cod Functional|BCost Cent|Created on
[ ]
5227 365199 0522 ARK 72049 WTCH 365199 04/15/2002
701 364811 0522 ARE 72849 WTCH 364011 0471542082
707 366201 0531 ARK 723z YTCH 365201 04415/2002
709 367201 05324 ARE T2336 WTCH 367201 0471542082
fal) ar3ze 0543 ARK 71635 WTCH 373201 04/15/2002
713 ar1ze 0540 ARE T2145 WTCH arzm 0471542082
721 aren11 0552 ARK 72765 WTCH 378011 04/15/2002
ARE 71813 WTCH argzm 0471542082
E?E 3;3531 Bg:g ARK 72205 EDUG 353201 04/15/2002
B74 281201 o582 ARK 7T1644-0600 |WTCH 3s1201 04/15/2002
[N/
a0
v BB O R %

DFA - Office of Budget
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SET VARIABLES NAVIGATION

W| l?\ Setand edit zelections

Cost center, Fund, Fund Center Crmp (persanal value lisf)

Controlling area ARK

FM area LRK
Fund Funds center Cost cente|Short Description Medium Description Business a|Company
227 36514349 522 BRK
ETLET QG TE1 6411 Q522 BREK
ETEAE1 QG TET 652 a5
ETCE1 QG TE9 IBTZM 0534
ETEA1 QG 15 Ir3zm
ETF@E1Qa 13 artzm
ETHAT QA T2 aragii
ETOAT QA T36 Arazm
Ewnaoiog 056 3532M -
keHs20s  |e74 391201 The Personal Value List tool

bar provides searching

capabilities within BPS.

Previous selections made by

—— \  the user will be displayed in
VIS O the users Personal Value
List.

v P E & [H ¥

PERSONAL VALUE LIST TOOL BAR

DFA - Office of Budget
Carla Wooley, January 2003 35
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¢ Filter used to narrow your search.

Restrict Value Range

E Restrictions
E Controlling area . . .
: Fitarea Depending on which variable you
mamnn Fund -
- are conducting your search on, you

Zost center

will have various restrictions you
can use to narrow your search.
Always clear the “restrict number
to” and no restrictions, otherwise
you will not see all your choices.

Short description
Medium description
Business area
Company code
Postal code
Functional area
OCost Center
Created an

Restrict number to Mo restriction

v 4 R

Deletes items from your personal value list. Highlight the line to
—  delete.

DFA - Office of Budget
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SET VARIABLES NAVIGATION

List all values possible for entry

‘FH area|Funu Short Description Medium Description Applicatio Customer Fund Type|Fiscal yes
. | Not assigned Not assigned
ARK
u ARK 1880800 GFC-Cash Oper GFC-Cash Operating - (008O) 108 092R08A00 | GENER
] ARK 1e1ee00 Commeraty Comm-Cash |AR Commerative Comm-Cash- (875) 101 992087500 [ GENER
1 ARK 1e18100 ACC-07d St House DAH-ACC-01d 5t House- (875) 101 995087500 [ GENER
- mEom A 18200 ACC-Trapnall Hall DAH-ACC-Trapnall Hall- (B75) 101 092987500 | GENER
ARK 1810300 ACC-8p Events DAH-ACC-Sp Events- (875) 101 995937500 [ GENER
= ARK 1620000 5011 & Water Cash 5011 & Water Comm-Cash- (455) 102 995045500 [SPEC
L] ARK 1820100 WDF Oprs Cash WDF-AGE Oprs- (455) 102 092045500 [ SPEC
[ ] ARK 1020200 Dam Permit Fee Cash MGO Dam Permit Fee- (455) 10z 992045500 [SPEC
n ARK 1620400 Bond Application Cash AGO Bond Appl-(455) 102 995045500 [SPEC
u ARK 1820500 GPM Admin Cash GPM AGE Admin- (455) 102 092045500 [ SPEC
- ARK 1020600 Wet Land Tax Cr Cash AGO Wet Land Tax Cr-(459) 102 995945500 [ SPEC
ARK 1620700 Safe Water Cash-Safe Water-(455) 102 995045500 [SPEC
ARK 1820800 Info/Ed Cost Cash AfO Info/Ed Cost- (455) 102 092045500 [ SPEC
ARK 1020900 Water Well Dprs Cash AGD Water Well Oprs-(459) 102 995945500 [ SPEC
ARK 1621000 Misc Grants Cash ABD Misc Grants- (455) 102 995045500 [SPEC
ARK 1821100 Tax Credit Cash AGO Tax Credit- (455) 102 092045500 [ SPEC
ARK 1021200 Misc Fees Cash AG0 Misc Fees-(455) 102 995945500 [ SPEC
ARK 1621300 WDF Admin Fees Cash Afi0 WDF Admin Fees- (455) 102 498045500 [ SPEC
ARK 1821400 Water Plan Comp Cash AGO Wtr PIn Comp- (455) 102 092045500 [ SPEC
ARK 1021500 Non Reparain WR CashfB0 Mon Reparain- (459) 102 995945500 [ SPEC
ARK 1621600 WL Midapation Bnk Cash AfO WL Midapation Bnk- (455) 102 498045500 [ SPEC
ARK 1821700 8DW Indirect Cash AGO Gafe Drnkg Wir- (455) 102 092045500 [ SPEC
ARK 1025000 Drinking Water FYOD |Cash M55 DWSRF-10250- (455) 102 992045500 [ SPEC
ARK 1625300 DWSRF 48 Cash Safe DWSRF 98- (455) 102 498045500 [ SPEC
ARK 1825900 DWSRF 93 Cash Safe DWSRF 99- (455) 102 092045500 [ SPEC
ARK 1030800 Entertners Hall Fame|fR Entertainers Hall of Fame- (900) 103 992090000 | GENER
ARK 1830100 AR Hall of Fame-Oprs (AR Hall of Fame-Oprs-(800) 103 993090000 | GENER
ARK 1840000 DHS-Ctr Admin Cash |Dept of Human Srvs-Ctr fdmin Cash- (718) |104 092A71000 [ SPEC
ARK 1040100 Ctr Admin Cash-SAC  |[DHS-Ctr Admin Cash-SAC-(710) 104 992071000 [SPEC
ARK 1040200 Ctr Admin-¥ol Srv DHS-Ctr Admin-Yol Sry-(710) 104 998071000 [ SPEC
ARK 10848300 Ctr Admin-Cash DHS-Ctr Admin-Cash-(710) 104 99871600 [ SPEC
B & B [H %

Find a specific entry. Click on the binoculars and enter in “Find” the

item you wish to search. Put “999” in “Cancel search after hits”,
otherwise you will not see all your choices.

™

[ Starting at current line
[] Only on current page

Cancel search after hits:

H
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FH area|Fund Short Description Hedium Descriptiaon hpplicatio Customer Fund Type|Fiscal yea

|+ Mot assigned Mot assigned

ARE

ARE 1086000 GFC-Cash Oper GFC-Cash Operating - (0DOBG) 100 9980080086 | GENER

ARE 1016000 Commeraty Comm-Cash [AR Commerative Comm-Cash- (875) 101 998087500 | GENER

ARE 1016100 ACC-01d 5t House DAH-ACC-01d 5t House- (875) 101 998087500 | GENER

ARE 1016200 ACC-Trapnall Hall DAH-ACC-Trapnall Hall- (875) 101 998087500 | GENER

ARE 1810300 ACC-5p Events DAH-ACC-5p Events- (875) 101 998087600 | GENER

ARE 1026000 5011 & Water Cash 5011 & Water Comm-Cash- (455) 102 9980455068 | SPEC

ARE 1026100 WDF Oprs Cash WDF-AGA Oprs- (455) 102 9980455068 | SPEC

ARE 1026200 Dam Permit Fee Cash AG60 Dam Permit Fee- (455) 102 9980455068 | SPEC

ARE 1026400 Bond Application Cash RGO Bond Appl- (455) 102 9980455068 | SPEC - -

ARK 1020500 [ GPH Adnin Cash GPM AGO Admin- (455) 102 998045500 | SPEC The Global icon I|sts a"
ARE 1026600 Wet Land Tax Cr Cash AG60 Wet Land Tax Cr-(455) 102 9980455068 | SPEC

ARE 1026700 Safe Water Cash-Safe Water- (455 102 9980455068 | SPEC H

ARE 1026800 Info/Ed Cost Cash RGO InfD."Ed(CDS‘)t—(455) 102 9980455068 | SPEC values pOSS|bIe- After
ARE 1026900 Water Well Oprs Cash AG60 Water Well Oprs-(455) 102 9980455068 | SPEC - -

ARK 1821000 Misc Grants Cash AB@ Misc Grants- (455) 102 998045500 | SPEC

ARE 1021100 Tax Credit Cash &G0 Tax Credit- (455) 102 9980455068 | SPEC access'“g all pOSSIbIe
ARK 1021200 Misc Fees Cash 860 Misc Fees- (455) 102 998045500 | SPEC

ARK 1021388 [WOF Admin Fees Cash 60 WOF Adnin Fees- (455) 102 998045500 | SPEC values, the tOOI bar can
ARE 1021400 Water Plan Comp Cash AG60 Wtr PIn Comp- (455) 102 9980455068 | SPEC

LRE 1021500 MNon Reparain WR CashAGD  MWon Reparain- {455 102 998045500 | SPEC

ARE 1021600 WL Midaoation Bnk Cash &G0 WL M'idagat'ion(Bnk)— (455 102 9980455068 | SPEC be used to access data-
ARK 10821700 SDW Indirect Cash AGO Safe Drnko Wir- (455) 102 998045500 | SPEC

ARE 1025000 Drinking Water FYOO [Cash A55 DWSRF-10250- (455) 102 9980455068 | SPEC

ARE 1025800 DWSRF 98 Cash Safe DWSRF 98- (455) 102 9980455068 | SPEC

ARE 1025900 DWSRF 99 Cash Safe DWSRF 99- (455 102 9980455068 | SPEC

ARE 10360000 Entertners Hall Fame|A&R Entertainers Hall of Fame-(9080) 103 9980900086 | GENER

ARE 1030100 AR Hall of Fame-Oprs|AR Hall of Fame-Oprs- (900) 103 998090000 | GENER

ARE 1040000 DHS-Ctr Admin Cash [Dept of Human Srvs-Ctr Admin Cash-(710) |104 99807100868 | SPEC

ARE 1046100 Ctr Admin Cash-SAC  |DHS-Ctr Admin Cash-SAC- (710) 104 99807100868 | SPEC

ARE 1040200 Ctr Admin-¥ol Srv DHS-Ctr Admin-¥ol Srv-(710) 104 99807100868 | SPEC

ARE BrNzleizle Ctr Admin-Cash DHS-Ctr Admin-Cash- (710} 104 9980710068 | SPEC

v B & @ H %

v P el @ (E XK

ALL POSSIBLE ENTRIES LIST TOOL BAR

DFA - Office of Budget
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SET VARIABLES NAVIGATION

? Filter used to narrow your search.

Adds choices to your personal value list. Highlight the line you wish
to add and click on this icon.

i“gg Calls up your personal value list from the all possible entries screen.

m Find a specific entry.

DFA - Office of Budget
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FUNCTIONAL DESIGN: DESCRIPTION OF THE

LAYOUTS: LAYOUT TOOLBAR

.F‘Iannmg areas Technical name ﬁﬂu I | ﬂ | I - I Qf* | I Ig
7 i Bucget Preparation Annusl ATSEPO A | e —
B Annual Budget Validstion YALIDAT] [ a6 | Frompt
ol pgency codtcenterjudgeting_Bocrnee D@ @O PRV [ @I ML - [@ > A2 E e -2
[CESILEMETS FREMEED ____ SCEREeel
[ &nnual pWBS) budoeting BB JEﬂe Edit Wieg®Insert Format Tools Data Window Help
[ Annual Agency postion budg(Cost Certer) | BPOSAAASC J . 7B £ 0 B |§ == | & %/ \2
[ &nnual Agency position budgeting (WBS) BPOSALWYT |
A B | c /

Toolbar is displayed
on all layouts.

Toolbar is the same in all planning profiles.

DFA - Office of Budget
Carla Wooley, January 2003

40



Strategic Enterprise Management-

AASIS Training Guide Business Planning and Simulation
SEM-BPS Annual Overview

FUNCTIONAL DESIGN: DESCRIPTION OF THE

LAYOUTS: LAYOUT TOOLBAR

o= Check validity of entry
Input Help
| Eﬂ | Delete Record. Select row to delete. (Used only when setting
B variables)
| v Previous combination. Data is needed across all value
combination to show changes.
| I.‘EI“ | Other Combination. Select new value combinations (same as
~ o previous combination arrows)
~ ~ ~ I Cither cormbination i
~ teristic ar. value
\A l(-'::nctinnalarea E;UE l %
Scenario Iy El
Status Indicator MR
Business area HS0G
Controlling area ARK
Fhd area WRK ﬂ
BudgetPrep Yersion 1
Fiscal year 2004
Fiscal year variant 21 [«]
WWES element # =]
[l [«1[>]
DFA - Office of Budget | %
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FUNCTIONAL DESIGN: DESCRIPTION OF THE

LAYOUTS: LAYOUT TOOLBAR

Refresh. Sort new entries.

Settings new columns. Settings to obtain
total for lead columns. Provides different
options for totaling information on
layouts.

I ” iE: [l | . i

&

Lead column Total M total

Cost center/Fundf FC @) @
HFund @ i
‘I Funds center @) ®

0

ICommitment iterm C ®

| [l D]

!
1 v| Show sum tatal
Al

DFA - Office of Budget
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SEM-BPS

PLANNING OBJECTS
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PLANNING OBJECTS

Planning Area
Planning Level
Planning Package
Planning Function

DFA - Office of Budget
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PLANNING OBJECTS: PLANNING AREA

Business Planning and Simulation

& 3 I3 @@ 2

Business Planning and Simulation

Close navigation | Flanning profile | Global planning seql

Flanning areas Technical name

[> ¢ Budoet Preparation Annual |AZSBPO1A _ Planning Area

One Planning Area
(info cube) is used
for annual process.

DFA - Office of Budget
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PLANNING OBJECTS: PLANNING LEVEL

Flanning Edit Goto  Wilities Toaols  System  Help

) 2 10 Cae

Annual Agency cost center
budgeting will access the
agency’s non personnel
related items.

Flanning areas Technical name
w7 ﬁ Budget Preparation Annual -ﬂESEIF'EI*IA
[ Annual Budgetvalidation | VALIDAT]  —
[ Annual Agency cost center budgeting BCCABUCC
[+ Annual (B S) budgeting B CCABLMWY Annual P|anning Levels
[* Annual Agency position budg(Cost Center)| BPOSAAAC
[* Annual Agency position budgeting QUBS) |BPOS AT

Annual Budget Validation is
used to check annual plans
against authorized budget

amounts.

DFA - Office of Budget
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PLANNING OBJECTS: PLANNING PACKAGE

FPlanning Edit Gotoe  Ltilities Tools  System  Help
& | | 2 dH SEa
Display planning package AGENCCAL

Annual Planning Package is
the 2" level of structure.
Note there is a one to one
relationship with Planning

|I:I|:|5ra navigatinnlﬁ | |F‘Ianning pr-:-filel | |G-I|:-I:-al planning seque

Level.
I Flanning areas i Technical name i
w7 ﬁ Budget Preparation Annual ASSBEPO1A
[* Annual Budget Walidation WALIDATI
" Annual Agency cost center budgeting BCCABLUCC
Cost Centers Package AGENCCAL q
[* Annual (WBS) budgeting BCCAR AN

[ Annual Agenoy position budg(Cost Center)| BPOSAAAC
[* Annual Agency position budgeting MBS | BP OSASNT

LT I«

DFA - Office of Budget
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PLANNING OBJECTS: PLANNING FUNCTION

= ﬁ Budget Preparation Annual ATSEFPOA
[ Annual Budget Walidation WALIDATI
=7 Annual Agency cost center budgeting BCCABUCC
Cast Centers Package AGENCCAL |E|
[T D] : :
Flanning functions I Technical name | Plaggl:‘egveFlu:fc;It?:(s:tlaj:z the
7 Annual Agency cost center budgeting BCCABUCC -
7 Set Scenarios COPYSCHR
Save Scenario A to Scenario (WSCEM) |SAWESCNR
Save Scenario (WSCEN)to A SAVESCNA
7 Delete Scenario X DELETESC
Delete Scenaria (WSCEN) DELETESC
7 Change Status to Ready STATUSCH
Set Status to Ready STATUSCH = -
T ———— HANGELD Annual Planning Functions
Change Cost Center CHANGECO
=7 Distribute to periods by cost element DISTRIBC
1 Period PERIODA
"7 Distribute to periods DISTRIBU Double-click on a Planning
© Manual planning e Package to display Planning
CostCenterPlanning  COSTCODT e Functions. Planning Functions

are different processes that can
be performed within a Planning
Package.

DFA - Office of Budget
Carla Wooley, January 2003 48



AASIS Training Guide Business Planning and Simulation

Microsoft Excel Settings to

Activate MACROS for
SEM-BPS System

Carla Woole y, Janua ry 2003 49



Strategic Enterprise Management-
AASIS Training Guide Business Planning and Simulation

SEM-BPS Annual Overview

BEFORE LOGGING ON TO BPS FOR THE FIRST TIME

Each user will need to make special settings on their office PC to
activate certain macros. These macros only work if you have
installed Microsoft 2000 XP

This setting will allow the user to execute the macros that have been
developed to automatically derive the following:

Fund/funds center when cost center is entered on a planning layout

Fund/funds center when WBS element is entered on a planning
layout

Commitment Item when a cost element/GL code is entered on a
planning layout

The following steps should be completed..............

DFA - Office of Budget
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Microsoft Excel Settings

SO

by Cormputer ticrozoft S2Plagon
Word

@ Accessoties
@ !i (5 Internet Explarer
Edn (5} Micrasoft Referance
My Documents ﬂc?oiﬁti... HPsTEEs (5} Micrasoft SHA Server Client
@ Online Services

@ @ E@i (5 startllp

Interret Microzoft  Arkanzaz La @ WinZip

4

[} Acrohat Reader 50
ﬁ Internet Exploter

*r ¥ ¥ v v v v

i

Open Microsoft Excel

Mew Office Document

% Opes Office Docume Mlicrosoft Access
col v Start Menu
P crozoft Outlook
_ @‘ Mlicrosoft Photo Editor
Favorites L4 Ilicrosoft PowetP oint ‘/ Prog rams
W Ilicrosoft Word
5 Documonts " W5 5008 Prompt v Mi
B s + 5 Outlook Esproes Microsoft Excel
@ Windows Explorer
@ S ¢ (5 Metwork Associates ’
@ Help (5 CD Repart Viewer +
B Windows Media Flayer
Bun .. (5} Best of Entettainment ’
@ The Frint 3hop Premier Edition 50 P
& Log Off Clwoaley... [5} The Print Shop PressWriter 1.5 ’
(5} LEXIS Law Publishing ’
3 . Sl D (5} Micrasoft Office Taols »
|::> i Start | | ] Inhox - M1| @ 54 (=) AP Frontend e Al & Microsoft | H@U@‘@Eﬁ 11:51 AW
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Microsoft Excel Settings

Ed Microsoft Excel - Bookl

v Tools
v Macro

v’ Security

p Dlacros... Al+FE
@ Becord Mew Macro...

Security...

-] Visual Basic Editor Alt+F11
&8 Microsoft Script Editor  AlHShafi+F1

| File Edit View : Tools [Data Window Help
DRSS &RY & [V Speling. F

J Arial <10 - | B AutoCorrect...

A j = | Share Workbook...

1 & B | & Track Changes »
2 Iletze Wiotkhooks..

3 Protection »
g Online Collaboration  #
B Coal Seek..

; Scenaring.

g Auditing »
1? Miil:rl:l

3 A
14 Options...

15

15}

17

18

19

20

21

22

23

24
4[4k M} Sheetl i SheatZ & Sheetd J
Ready

4] | Luj
|| 1 [0

M start| | Dlinboz - .| of S4P L. | @' SAPE.. | @ Execut.. | [ Micros.. [ Micros... | Q@ @Eial 1152 aM
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Carla Wooley, January 2003

52



AASIS Training Guide

Strategic Enterprise Management-
Business Planning and Simulation
SEM-BPS Annual Overview

Microsoft Excel Settings

osof = Boo B <:—‘
J File Edit WView Insert Format Tools Data Window Help _|5" X
JDBH|§@.?|%E‘§|ﬂvﬂv%zﬁﬁlﬁl|ﬂﬂmn% -2,
Jorid -0 - BIUSS=EH S %, @8 FE

A1 j =|

A BE_ [ ¢ Security &= E1 [ N

Security Level | Trusted Sources I

" High. Orly signed macras From krusked sources will be
alloveed to run., Unsigned macros are automatically
disabled.

|::> Medium, You can choose whether or not ko run
ipotentially unsafe macros. i

" Low {niok recommended), ¥ou are nok protected From
potentially unsafe macros, Use this setting only if vou
have virus scanning software installed, or you are sure
all documents you open are safe,

Change Macro Security Level
v Medium

v  Click on OK

v Close Microsoft Excel

Mo wirus scanner installed.

TN I T ) Y S P P P B R P Y
00| k| = |55 @ | oo |~ | | o e || R | == [ |2 O O e DT B =

i [4 [»[#, Sheetd ] SheetZ & Sheetd f [«

Feady | | |

il
—

I U | |

i Starl:”J Inbox -

DFA - Office of Budget
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Save layout from SEM-BPS to

Microsoft Excel
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PLANNING
LAYOUTS IN BPS
CAN BE SAVED AS
AN EXCEL FILE ON
YOUR PC.

DFA - Office of Budget
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SAVE LAYOUT TO MICROSOFT Excel

SO

by Cormputer ticrozoft S2Plagon
word
o @ Accessoties
@ g @ Internet Exploter
Ll @ Mlicrosoft Reference
A Blere s ﬁc?oiﬁti... ST @ Mlicrosoft 3MA Server Client
@ Online Services
BOUND
e © jE
Irterret Microzaft  Arkansas La @ WinZip

4

[} Acrohat Reader 50
ﬁ Internet Exploter
Mlicrosoft Access
cel
Programs crosoft Cutlook
__ @‘ Mlicrosoft Photo Editor

i

Mew Office Document

Open Office Docume

Favorites L Microsoft PowerPoint
W Ilicrosoft Word
@ Documents 4
#E 112.DOS Prompt
% Settings v 53 Outlook Express
@ Windows Explorer
@ Lt ¢ @ Metwrotk Associates
@ Help (5} CD Report Viewer
B Windows Iedia Plasyer
Run.. (5} Best of Entettainment
@ The Frint Shop Premier Edition 5.0
-E & Log Off Clwooley. . [5} The Print Shop PressWriter 1.5
(5} LEXIS Law Publishing
. Shut Down. .

@ Nlicrosoft Office Tools
Inhox - M1 . | @ 5[5 3AF Frontend

*r ¥ ¥ v v v v

*r ¥ v v v v

Open Microsoft Excel
v Start Menu

v Programs

v Microsoft Excel

e | [EMicrosoft | R DE 1151 AM
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SAVE LAYOUT TO MICROSOFT Excel

| Fle Edt view Insert Format Took Data Window Help

DRI gnalo-a=ssl@m >
&l

| arial

E34
A B c D E F G H

14 Planning Edit Goto Utilties T Systern Help
71—5,/ | @B coe LWk ©noo BO @E

Enter planning data

= . .
M I n I m Ize th e Excel Iayo ut Display navigation ‘ Planning profile ‘ Global planning sequences | Setvariables

- =
and return to BPS Planning @@la)[=|-sllalels
J File Edit Yiew Insert Format Tools Data Window Help
=
Layout that you wish to AL TE LT RN AT R i 8
H26 = =10
A [ 8 T c [ D [ E [ F [ G
co py to yo u r PC . 1 |Controlling area ARK GState of Arkansas
A | 2 |Business area 0630 DFA- REVEMUE SERVICES DIY
i\ | 3 |Functional area ADMN ADIMN
gg | 4 |FM area ARK State of Arkansas
6 |BudgetPrep Yersion 1A Agency Annual Distribution
gg \i\\'\ T } | 6 |scenario A Active
T T T i T T ¢ |Status Indicatar MR Mot Ready
4[4]r [M[\Sheet1 / Sheat? / Sheetd I« IFlsca\yearvanam Eal July- June, 4 special perinds
iFisca\ year 2004 July-June, 4 special periods 2004
| 10 |wBs elerment # Mot assigned
ansmnn #* Mot assigned
| 12 |CLIP Flag # Mot assigned
13
ECUSI center Fund Funds center Commitment item Cost element ¥TD Expenditure
15
EEB?ZEH HSC3001 281 5020002 6020002000  Telecommunications Wired 2682
| 17 397201 HSC3001 281 5020002 5020003000 Telecommunications Wireless 239.2
S E M B PS L t |18 397201 HsC3001 281 5020002 5040007000 Rent of Ofice Equipment a7.4
- ayo u | 19 |3a7201 HEC3001 281 4020002 A050003000 02 - Meals & Lodaing 323
| 20 397201 HSC2001 281 5020002 5050005000 02 - Common Cattier 364.2
| 21 |3a7301 HSC3001 281 5020002 4050011000 02 - Parking Fees 14.C
| 22 397201 HSC2001 281 5020002 5050017000 02- Conferences & Seminar Fees 125.0
| 23 |3a7201 HSCG2001 281 5020002 5090006000  Office Supplies g4
| 24 387201 HEC3001 281 5020002 4090018000 Subscriptions & Publications 18788
| 25 397201 HSC2001 281 5050009 5050004000 09- Meals & Lodging 4749.0
4 4D Thifsem-sps 1/ o O D
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SAVE LAYOUT TO MICROSOFT Excel

o8 coe SHE DNon DE @B =5

Enter pianning data

Di=play navigation | Flanning profile | Glohal planning sequences | Setwariables

DL
Insert Format Tools Data Window Help » C U
Urds  ctz | - | @ > A& &
O Canit Hepeat  Ehel+y trolling area
— 0 D preac et 1ayc 0 J O C
ansas
FA-FREVEMNUE S 0 a AD0 a M) - 0 a 0 0 A
ADR
Faste apedial. State of Arkansas
Paste as Hyperlink fgeney Annual Dist
Active 1€ 0
Fill 3
) Mot Ready
ey | July-Jure, 4 speci
Delete July - June, 4 speci ~l A
Delete Shest Iot assigned o
Move of Copy Sheet. .. Mot assigned
# — i Mot assigned . . . . . A
Feplace. .. Chtl+H U U 0)o J =0
Go To... Ctr+G
T L 5020002 5020002000  Telecommunications Wired 268.21| 0.00:
Linis. . 1 281 020002 5020003000  Telecommunications Wireless 238,23 0.00:
Object 1 281 5020002 5040007000  Rent of Office Egquipment §7.43 0.0
HSC3001 281 020002 5050003000 02 - Meals & Lodging 32369 (i
HEC3001 281 5020002 5050005000 02 - Commoan Carrier 0.0
HSC3001 281 5020002 5050011000 02 - Parking Fees 0.00
H3C3001 231 5020002 5050017000 02- Conferences & Seminar Fees 0.00;
HEC3001 281 5020002 5080006000  Office Supplies 0.00:
HSC3001 281 5020002 5090018000  Subscriptions & Puhlications 1,878.92|0.00
HSC3001 281 050009 5050004000 04 - Meals & Lodging 479.00| 0.00

LM anmd A AEmnAn LS AR O Jnnl T

(RYITE o@D w1
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SAVE LAYOUT TO MICROSOFT Excel

Fd Micro-~ Ecel - Book2 =l x|
m iews Insert Format Tools Data Window Help ;lilﬂ
M = Dhdo Clear  Crl+2 7v|%2 A §l|ﬂ@ ’,’JP.riaI -0 - B F O |$ %% 3 b ;?glg;lmv&vév =

A% o Chrl+x

= ﬁExceI Layout

aste opecial...

(1
i
il
i

Fill 3

' v Place your cursor in cell “A1”

Delete. ..

4 Find... Chrl+F

e v Select “Edit”

—
o

—
—
o«

—=
()

—
L)

v Select “Paste”

—
e

—
[85]

—
{n7)

—
|

—
{ws)

—
in]

o]
[}

[N An N SVUR VL Rygaruyy ) S S S R S e
| o | Q0| B | = | OO 60 | 0| [ O | | D B | —

44 [» [M]"5Sheetl  Sheetz # Sheets /£ [«]
Ready | [ [ 0 MU | L
EaStart”J m e I"‘_;ﬂ |J Q SAP Logan 46D| @untitled - Paint I ‘_IEnter plannin...I MicrosoFt Pa... I Bookl IB°°k2 |@g(ﬂ;ﬁ$oiﬂa 313 PM
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SAVE LAYOUT TO MICROSOFT Excel

icrosoft Excel - Book1

J File Edit View Insert Format Tools Data Window Help

DEHe g Balo-@a=stli@e 7| -uw -|B 7 U=
D5 4| =|
A | B | C
1_ Controlling area ARK State of Arkansas E I L y t
| 2 |Business area 0630 DFA - REVEMLUE SERVICES DIV xce a ou
| 3 [Functional area ADMN ADMM
| 4 [FMarea ARk State of Arkansas g g
|5 |BudoetPren version 14 Agency Annual Distribution / Copled Iayout WIII appear
| B [Scenatio A Active
LStatus Indicatar MR Mot Ready
iFiscalyearvariant 1 July - June, 4 special periods
| 9 |Fiscal year 2004 July- June, 4 special periods 2004 \/ Fo rm at to your prefe ence
| 10 [WBS element # Mot assigned
| 11 |Fosition # Mot assigned
| 12 |CLIP Flag # Mot assigned
13
| 14 |Cost center Fund Funds center Cormitment itern  Cost element Y¥TD Expenditures |Jul
15
| 16 397201 HSC3001 281 020002 A0200020C Telecommunications Yvired 268.21 0o
| 17 (397201 HSC3001 281 5020002 A0200030C Telecammunications Wireless 23922 0o
£39?201 HEC3001 281 a020002 A0400070C Rent of Office Equipment 97.43 oo
| 15 397201 HSC3001 281 5020002 A0500030C 02 - Meals & Lodging 32369 0o
| 20 397201 HSC3001 281 5020002 A0500050C 02 - Common Carrier 364.50 0o
A39?201 HEC3001 281 a020002 A0500110C02 - Parking Fees 15.00 oo
239?201 HEC3001 281 a020002 05001 70C02 - Conferences & Seminar Fees 125.00 oo
| 23 (397201 HSC3001 281 4020002 A0900060C Ofiice Supplies 8.49 0o
| 24 397201 HSC3001 281 5020002 509001 80C Subscriptions & Publications 1,878.92 0o
£39?201 HEC3001 281 a050004 A0500040C09 - Meals & Lodging 475.00 oo
| 26 397201 HSC3001 281 5050009 A0500060C 09 - Common Carrier 443.00 0o
| 27 (397201 HSC3001 281 050009 A0500120C09 - Parking Fees 12.00 0o
| 28 397201 HSC3001 281 5050005 50500180C09 - Conferences & Seminar Fees 1,351.67 0.
239?'203 HEC3001 281 a020002 A0200020C Telecammunications Yvired T23.37 oo
| 30 397203 HSC3001 281 4020002 A0400070C Rent of Office Eguipment 11817 0o
| 31 (397203 HSC3001 281 5020002 50500030C02 - Meals & Lodging 149.20 0o
239?'203 HEC3001 281 a020002 A0900060C Office Supplies 114.61 oo
| 33 |397203 HSC3001 281 5020002 50900070C Educational Supplies & Materials 143.78 0.0
| 34 387203 HSC3001 281 020002 A0900180C Subscriptions & Publications 378.26 0o
| 35 (397203 HSC3001 281 5050009 50500180C09 - Conferences & Seminar Fees Tar.0o 0.007
[ [ 4[> [»]Sheet1  Sheetz £ Sheets / |41 'L]j_‘
Ready [—r [ mNw[ [
iistartl“ ) & =3 |J g SAP Logon 46D| #F untitled - Paint | & Enter plannin...l [ElMicrosaft Pa... | [ Microsoft E... |@U G @ el m03pM
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SAVE LAYOUT TO MICROSOFT Excel

Save Excel Layout

Chrl+M

v Select “File”
v Select “Save As”

1

2

3
=

g Weh Page Preview 2l Distributio

L)
T e . v Name and save file to your preference
Print Area b | SRECIAl pen

9 [, print Preview special periods 2004
% & print... Chrl+P !

14 1 Q:\AASIS IMNF.. .\ Training Makerial Status r 21 x||§TD Expenditures Jul

15 Euit Save in: I@ My Documnents j = | @ X @ - Toals =
_1? ¥ %My Pickures 523312 b.0
- warkshest in SEM_MANUAL_PLANMING (3) '

18 (397201 HSC3001 281

19 (397201 HSC3001 281

20 |357201 HSC3001 281

21 |387201 HSC3001 281

22 |387201 HSC3001 281

23 |3587201 HSC3001 281

24 [397201 HSC3001 281

25 387201 HSC3001 281

26 |387201 HSC3001 281

27 |397201 HSC3001 281

28 |387201 HSC3001 281 1,351.67

29 | 3587203 HSC3001 281 72337 0.0
30 |357203 HSC3001 281 11817 0.0
31 |397202 HEC3001 281 File pame: ICnst Center Budgeting before changes j B save I 148.20 0.0
(5 20720 ecanm 26 Gl - o e | ars oo
34 |307203 H8C3001 261 20000 e a2 00
35 |387203 HSC3001 281 a050009 A0500180C 09 - Canferences & Seminar Fees Ta7.00 0.orz
|4 [4 > [w]Sheet1 { Sheet? [/ Sheeta 7 |41 J—l
Ready | | [ UM r
iﬁstartl“ m e Iﬁ |J Q SAP Logon 46D| @untitled—Paint | ‘_IEnter pIannin...I Microsoft Pa... ”@Bookl BookZ | |@$<ﬂ§§ﬁ°ﬂa 214 PM
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SIGNING ON TO THE

SEM-BPS SYSTEM
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SIGNING ON TO THE SYSTEM. . .

a-
Iy Documents  Calculator

¥

-
G Ed ™

My Computer | SAPlogon

EE

Tl Metwork SAP
Places Configuration

E " 1. Double click on SAPlogon

Recycle Bin - SAPlogon-pad

i | (‘?

Internet User's Guides
Explorer

[

Microsoft
Cutlook

DellTouch

10:44 &M

dhistan || 1 @ 3 @@ |

DFA - Office of Budget
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SIGNING ON TO THE SYSTEM. . .

i“% T
Fy B € Notice this is a different
logon from the
PRD[AASIS] system.

Diescription Logon
({3 BwD [SEMDEY]

e §

= B'w/P [SEMPRD]
i ([ DEV [SAPDEY]
[
ap ([#PRD [2515]

Configuration @ (A5 [Training]
({# SND [SAMDBOX]

3. Click Logon

Properties

Groups...
SAPlogon-pad
Server...

?

El
Internet User's Guides
Explorer

Mew. ..

=

o
o
o1

2. Select BWP[SEMPRD] or
double click

@Start”J ] & =3 |J|g§ SAP Logon 46D (R T e T 1059 M
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SIGNING ON TO THE SYSTEM. . .

SAF R/3
—> || 200 CO@ CHE DDOD ME) O

Mesy password

User can setup the
same password they
have in AASIS.

Client oo

U=zer clwooley

Pazsweord 0 rRraseas

Language

Client: 700
User: your user id)

(
Password: (your password)
(

Language: (default - leave blank)
Press (enter) or click on the green check mark El

| b 8] sapbwoz | OWR
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| Display documentation

Business Planning and Simulation
SEM-BPS Annual Overview

Shift+F &

1408 | EE @ E

Technical details

Shift+F111

Settings Shift+F9

| Zet start transaction

(=

< 3 58P menu|

B [ Tools
I [ Favorites

Dml__—i-Strategil: Erterprize Management
[ 1 Business Information WWarehouse

Before getting started for the first time, a

few settings adjustments will need to be
completed:

v Select “Extras”
v' Select “Settings”

[> | SESSION_MANAGER 2| sapbw0l | NS

DFA - Office of Budget
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SIGNING ON TO THE SYSTEM. . .

enu Edit  Favarites  Exdras System Help

& | s HICQa 2HB D00 BE @
SAP Easy Access SEM Menu
BE & 8B 7| v a

Esetinos [ 4

This i used to specify seftings

[v| Display favorites at end of list
(] Do not dlisplay menu, only display favorites
iv| Dond display picture |

Display techrical names

Settings box will appear. Select the following settings:
vk B Ex

ﬁ Display favorites at end of list (optional)

Do not display picture

Display technical names

Select the green check mark &

| [> | SESSION_MANAGER 2| sapbw0l | NS
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SIGNING ON TO THE SYSTEM. . .

Meny Edit Favorites Exdras System  Help

& ald H  €E @ OEE DNan | Ea @

SAP Easy Access SEM Menu
BE S BB 2| v a

< {3 sap menuj
[» D Strategic Enterprize Management
[ [ Business Information YWarehouss

B [ Tools
[ [ Favorites

Once macro settings have
been made and user
parameters have been set, the
user is ready to use the
system.

You are now ready to start using the system.

| [ ISESSION_MANAGER sapbwll | INS
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Strategic Enterprise Management
Business Planning and Simulation

(SEM-BPS)

(TRANSACTION BPS9)
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SEM-BPS (TRANSACTION BPS0)

SAP Easy Access SEIV
BE & HB 2| v a

Hint: You can enter the transaction
BPS0(zero) and click the green check
mark ) to execute the transaction.

F meny
[ [_1 Strategic Enterprise Management
[ Business Information Warehouse
(3 Tools
b (3 Favorites

v' Expand Strategic Enterprise
Management folder (I )

DFA - Office of Budget
Carla Wooley, January 2003
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SEM-BPS (TRANSACTION BPS0)

JH Ca@@ SREB 0o HEE @
SAP Easy Access SEM Menu
BE & B S v a

= =4 58P menu
= 'S Strategu: Errterprlae Management

b Uk_BCE_CHBCS20 - Buziness Cansalldaﬂan

[» [:I Corporate Perfarmance Monitor

[ I:I Businezs Information Collection

[» I:I Stakeholder Relationship Management
[ D Busineszs Information Warehouse

I 3 Tools
> [ Favorites

v' Expand Business Planning
and Simulation folder ( H)

[+ | SESSION_MANAGER sapbwll NS
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SEM-BPS (TRANSACTION BPS0)

Menu  Edit Fav

|::> & |ferso

2l H @ I SHE N8 EE @R

SAFP Easy Access SEM Menu
B & #lH 72| va

7 =3 SAP menu
2 E‘I Strategic Enterprize Management

a Busziness Planning and Simulation
BRSO - Crosz-Application Planning
[» ; Planning Faolders

[+ (2 Capital Market Interpreter
[» D Balance Sheet §Income Statement Planning
[ [ Investment Planning
@ UPB_PROF - Profit Planning
@ UPBE_CALL_LIQUID - Liguidity Planning
[» (1 Sales Planning
@ UPB_RES - Resource Planning
@ Uk _BCS_CHBCS20 - Business Consolidstion
[» D Corporate Performance Monitor
[» [ Business Informstion Collection
[» |:| Stakeholder Relstionship Management
[ |:| Business Information Warehousze
B [ Tools
[ [ Favorites

DFA - Office of Budget
Carla Wooley, January 2003

v' Execute ¥ BPS0 — Cross-Application

Planning (double click or click on
green check mark E1),

YOU ARE NOW READY
TO PREPARE YOUR
BUDGET !!!

SESSION_MANAGER 2 zapbwll NS
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SEM-BPS SYSTEM

INITIAL SETTINGS
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AASIS Training Guide

INITIAL SETTINGS ADJUSTMENTS

Business Planning and Simulation

Va‘!u--:suhf:u‘#liil

Business Planning and Simulation
| | |Set\rariab|es|

| Close navigation | | | Planning profile | | | Global planning sequenceg

FPlanning areas Technical name
> € Budget Preparation Annual AZSBPO1A

Planning functions Technical name

v Click on “Set Variables” tab

I [* | BPE0 2 | saphwl2 | OWR

DFA - Office of Budget
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INITIAL SETTINGS ADJUSTMENTS

AASIS Training Guide

Ltilities

afa B e 2HE ONO8 BRI @

Too

Business Planning and Simulation

Flanning Flanning profile | Global planning segquences
1

z[al[E]] < |
Plan. ard Defins fiter Cm'ena rea “ariahle Description of variakle Characteristic |Description Walue |Towalue
AFSBRPO1A | Budget Freparation Annual |BFSVYERD1 |BudgetPrep Wersion {User-Specific) FBFEVERS BudgetPrep Yersion
AFSBPO1A|Budget Preparation Annual |YBUSAREA [Business Area 0BLS_AREA |Business area 0470
AZSBPO1A|Budget Preparation Annual |WCHGDES |Change Designation ZCHAMGE Designation
AZSBPO1A|Budget Preparation Annual |WCHAMNG Change Level| ZCHAMGE Designation
AZSBPO1A|Budget Preparation Annual |WCOSTCEM| Cost Center FCOSTCMT Cost center
AZSBPO1A|Budget Preparation Annual [COSTELM | Cost Elerment OCOSTELMMNT |Cost element
AZSBPOMA|Budget Preparation Annual |FURDOA Fund OF LMD Fund
AZSBPO1A | Budget Preparation Annual |FURDS_01 [Funds center OFUMDS_CTR [Funds center
AZSBHRPO1A|(Budget Preparation Annual |WJOB Joh (FRC) 0JoB Joh
AZSBPO1A|Budget Preparation Annual |YJOB2 Job (T oJoB Joh
AZSBPO1A|Budget Preparation Annual |ZCOSTSEL |[Mew Cost Center FCOSTCMT Costcenter
AZSBPO1A|Budget Preparation Annual |YPAYGLY3 [PavGrade and Level 0SALARYGR  [Pay Grade
AZSHPO1A|Budget Preparation Annual |YPAYGLY3 |PayGrade and Lewvel OsALARYLY Fay grade level
AZSBPO1A|Budget Preparation Annual |[VYPAYGRDZ2 (Paygrade 0SALARYGR  |Pay Grade
AZSBPOM A | Budget Preparation Annual |YPAYGLY2 [Pavgrade Lewvel OSALARYLY Pay grade level
AZSBHPO1A|Budget Preparation Annual | WPAY, Pavirade
AZSBPO1A | Budget Preparation Annual |YFOS
AZSBP01A|Budget Preparation Annual [WPOS ‘/ CI' k “D f' F'It C 't 1a”’ t b
AZSBPO1A|Budget Preparation Annual |WSCE Ic on e Ine I er rl erla a
AZSBPO1A|Budget Preparation Annual WBES

| [> | BRSO sapbwi2 | OVR

DFA - Office of Budget
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INITIAL SETTINGS ADJUSTMENTS

------ Edit

Goto

Litilities

alaH @@ I SCHE SO0 BE ) &

Tools

Business Planning and Simulation

Flanning | Flanning profile | Global planning sequences

Filter by variahle status n of variable Characteristic |Description Value |Towalue
) Allvariables 2p Yersion (User-Specific) ZBPSVERS BudgetPrep Yersion
) Already restricted Area OBUS_AREA |Business area 0470
) Restriction necessary esignation ZCHAMNGE Designation
M Dacbiction ic raicein evel ZCHAMGE Designation
. . ar ZCOSTCNT | Cost center
ent OCOSTELMNT |Caost element
OF UMD Fund
| Filter by planning area ter OFUNDS_CTR |Funds center
SERRIRAEETAEE TR 74 | 0JoB Job
|::> Center ZCOSTCNT Cost center
and Level OSALARYGR  |Pay Grade
¥ R and Level OSALARYLY Fay arade level
ASSHPUTA[Budget Preparation Annual [WPAYGRDY [Payarade OSALARYGR  |Pay Grade
AZSHPO1A|Budget Preparation Annual |WPAYGLY2Z |Paygrade Level OSALARYLY FPay grade level
AFSHPO1A|Budget Preparation Annual |WPAYSTRLU |Pavarade Structure OSALARYTY Fay arade structure
AZSBPO1A|Budoet Prepd
AZSBPO1A|Budget Preps = = =
Fnmnes v Check “User input allowed” under Filter by variable status
AZSBPO1A|Budoet Prepd

v' Check “Planning area” under Filter by planning area

v Place cursor in the blank cell on the “Planning area” line

DFA - Office of Budget
Carla Wooley, January 2003

and select the drop down menu [€
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Liilities  Tools
Il H @@ CHE ODhLon  EBE @M e
Business Planning and Simulation
Flanning | Flanning profile | Global planning sequences
Filter by variable status n of variable Characteristic |Description Walue |Towvalue
) Al variables bp Wersion (User-Specific) ZHFPSVERS BudgetFrep Wersion
O Already restricted Area OBLUS_AREA |Business area o470
Restriction nacessary esignation ZCHAMGE Designation
L o eve| ZCHAMNGE Designation
() Restriction is missing
& - er ZCOSTCNT Cost center
& —ecnnpRiaioned ant OCOSTELMNT |Cost element
OF UMD Fund
Filter by planning area ter OFUNDS_CTR [Funds center
) All planning areas i 0JoB Jaohb
@ Planning area 0JOB Joh
Center ZCOSTCMNT Cost center

v R

ASSHPUTA[Budget Freparation Annual [WPA
AZSBPO1A|Budget Preparation Annual VPA'——I—I—Ij—\
AZSBPOTA|Budget Preparation Annual |WRA v | B [H] l}ﬂ QIE]
AZSBPO1A|Budget Preparation Annual |WH mm B
AZSBP01A|Budget Preparation Annual [VRE||AZSBPO1A|Budget Preparation Annual I & |
AFSBEPO1A|Budget Preparation Annual |WaT

AZSBEPO1A|Budget Preparation Annual |WB:

Restrictions

v" Double-click on the Budget Preparation Annual planning area

[ | BPSO sapbwi2 | OWR

DFA - Office of Budget
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INITIAL SETTINGS ADJUSTMENTS

Tools Syste Help
2l H @@  SHE ODhOon I EE @
Business Planning and Simulation

Edit

Goto  Ltilities

Flanning | Flanning profile | Global planning sequences
Filter by variable status n af variahle Characteristic |Descriptian Walue |Towalue
) All variables epversion (User-Specific) ZBFEVERS BudgetPrep Yersion
) Already restricted Area 0BUS_AREA |Business area 0470
) Reshiction necessary esignation ZCHAMGE Designation
e L evel ZCHAMGE Designation
() Restriction is missing
® oplo ar ZCOSTCMNT Cost center
= ent [ilsdul=gy
= \

Filter by planning area tar

0 Al planning areas )
@) Planning area MZSEPOTA

This setting removes any
characteristics from your

and Lewvel
and Level

UTA|Budget Freparation Annoal [WPAYGRDY [Faygrade - - -
AZSHPO1A|Budget Preparation Annual |YPAYGLY2 |Paygrade Level \ varlable IISt that you WI" nOt
AZSBPO1A|Budget Preparation Annual |WPAYSTRL |Fayvgrade Structure \ = -

AZSBPO1A|Budget Preparation Annual |WPOSITIO  |[FPosition (FROM) \ need In preparlng your plan.

AZSBPO1A|Budget Preparation Annual |YPOS2 Position {TO)
AZSBPO1A|Budget Preparation Annual |WSCERM Scenario
AZSBPO1A | Budget Preparation Annual WBS_ELD1 [Work breakdown structure element (WEIS}n’\

v Click the green check mark

| [> | BPSD sapbw? | OVR

DFA - Office of Budget
Carla Wooley, January 2003

78



AASIS Training Guide

Strategic Enterprise Management-
Business Planning and Simulation

SEM-BPS Annual Overview

INITIAL SETTINGS ADJUSTMENTS

Edit

Goto

Utilitins

Tr

Cae  REHBE OO0 BRI

FPlan. area|Mame of planning area ‘ariahle Description of variahle Characteristic |Description “alue |Towalue
AZSBPO1A Budget Preparation Annual |BPSVERD1 |BudgetPrep Version (Lser-Specific) ZBPSVYERS BudgetPrep Yersion
AFSBFO14 Budget Preparation Annual |VBLISAREA [Business Area 0BLIS_AREA |Business area 0470
AFSBFO14 Budget Preparation Annual |WVCHGDES [Change Designation LCHAMGE Cesignation

AZSBFO1A Budget Preparation Annual |VCHANG Change Level ZCHARNGE Designation

AZSBPO1A Budget Preparation Annual |WCOSTCEN| Cost Center ZCOSTCHNT  |Costeenter

AZSBRPO1A Budget Preparation Annual |COSTELM |Cost Element 0COSTELMMT| Cost element

AZSBFO14 Budget Preparation Annual |FURDO1 Fund OF LMD Fund

AFSBFO14 Budget Preparation Annual |[FURDS_01 [Funds center OFUMDS_CTR|Funds center

AFSBFO1A Budget Preparation Annual |VJCOB Job (FROM) oJchE Joh

AZSBPO1A Budget Preparation Annual |WVJOB2 Jok {TO) 0JcB Joh

AFSBPO1A Budget Preparation Annual |ZCOSTSEL (Mew Caost Center ZCOSTCHNT  |Costeenter

AFSBPO1A Budget Preparation Annual |[VPAYGLY3 (PayGrade and Lewvel 0SALARYGR |Pay Grade

AFSBFO1A Budget Preparation Annual |WVPAYGLY3 |PayGrade and Lewel 0SALARYLY  |Pay grade lewvel
AZSBFO1A4 Budget Preparation Annual |VPAYGRDZ |(Paygrade 0SALARYGR  |Pay Grade

AZSBPO1A Budget Preparation Annual |VYPAYGLYZ2 |Paygrade Level 0SALARYLY  |Pay grade level

AZSBPO1A

Budget Preparation Annual

VPR

AZSHPO1A

Budget Preparation Annual

VP

AZSBPO1A

Budget Preparation Annual

VP

AZSEPO1A

Budget Preparation Annual

V5

ATSBEPOTA

Budget Preparation Annual

v Click on “Save” [E}

v' Click on “Planning” tab [ZEXN

@ Data was saved

[> | BRSO P2l sapbwi2 | OWR
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INITIAL SETTINGS ADJUSTMENTS

Business Planning and Simulation

JB e CEE DD OO0 EE @b

Business Planning and Simulation

| Close navigation | | | Flanning profile | | | Global planning sequences | | | Setvariables |

Elagi;guzgee?ireparatiunAnnual ;;chr;i;?j&name
YOU HAVE MADE YOUR
INITIAL SETTINGS AND ARE
NOW READY TO PREPARE
YOUR BUDGET !!!
I [> | BFS0 sapbwi2 | OYR

DFA - Office of Budget
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Strategic Enterprise Management(SEM)

Annual Overview
Exercises
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SAP SEM BPS Introduction - Exercises

1. What are the Core applications for R/3 (AASIS) ?

a)
b)
c)
d)

2. What are the two components within the Strategic Enterprise
Management Module used by the State and how are they used?

a)
b)

3. What are the State’s two budget planning periods?
a)
b)

DFA - Office of Budget
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FI & HR Terms Review - Exercises

4. What makes up the “Budget Quad?
a)
b)
c)
d)

DFA - Office of Budget
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FI & HR Terms Review - Exercises

5. Complete the following (ex. Funds center = code assigned to legal spending
authority in an appropriation act):
a) Fund=
b) Sub Funds Center =
c) Commitment ltem =
d) Cost Element =
e) Cost Center =
f) Work Breakdown Structure =
dg) Functional Area =
h) Business Area =
) Position Number =
j) Job (short description) =

k) Job (medium description) =
1) Classified =
m) Unclassified =
n) Pay Grade =
o) CLIP=

DFA - Office of Budget
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Business Warehouse Terms Review - Exercises

6. Complete the following:

a) Business Explorer Analyzer =

b) Workbook =

c) Variable =

d) Refresh =

e) Pay Grade =

f) Pay Grade Level =

g) Pay Grade Types =

DFA - Office of Budget
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SEM-BPS Terms Review - Exercises

7. Identify the following components of the SEM-BPS Annual layout:

& || EREUN =Rl N S a)
Display planning package AGENCCAL

Planning Edit Goto  Wilities  Tools  System  Help

|EI-:|SE naxrigati-:nn| | |F'Ianning prnfile| | |G-I|:-I:-al planni BUe

[> Annual Budget walidation WALIDATI
= Annual Agency cost center budgeting

Cost Canters Package AGEMNCCAL
[ Annual QBS) budgeting BCCAB L
[ Annual Ageney position budgiCost Center) | BPOSASAT
[* Annual Agency position budgeting (WES) |BPOSASNT  m—

Flanning areas chnical name
= ﬁ Budget Preparation Annual 7 AZSBPOAA /
C

NN

DFA - Office of Budget
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SEM-BPS Terms Review - Exercises

8. Identify the following component of the SEM-BPS Annual layout:

Flanning areas I Technical name |
w7 ﬁ Budget Preparation Annual AZSEPOTA
[} Annual Budget Walidation WaLIDATI B
7 Annual Agency cost center budgeting BCCABUCC E
Cost Centers Package AGENCCAL |E|
[T Il
Flanning functions I Technical name |
7 Annual Agency cost center budgeting BCCABUCE
7 Set Scenarios COFYSCHR
Save Scenario A to Scenario (WSCEN) |SAVESCHR \
Save Scenario (WSCEN) 1o A SAVESCHA
=~ Delete Scenario X DELETESC
Lelete Scenario (WSCEM) DELETESC
7 Change Statusto Ready STATUSCH
Set Statusto Ready STATUSCH
" Change Cost Center CHAHGECO >-
Change Cost Center CHAMGECO
"7 Distribute to periods by cost alement DISTRIBC
1 Feriod FERICC1
"7 Distribute to periods LISTRIBU
1 Feriod FERICC1
7 Manual planning 0-hiF
Eoatanar Pianning T EGSTEGE T

DFA - Office of Budget
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SEM-BPS Terms Review - Exercises

9. Identify the following component of the SEM-BPS Annual layout:

Blanning Edit Goto  UWMilities  Tools erm Help
S
GcH CE@ ERE OTO8FEE @ m v
Enter pianning data
Display navigation | Flanning profile | Global planning sequences | Setvariables \
-1 3 i
gal@| 3]~ |BRE|S
JEiIe Edit Wiew Insert Format Tools Data Window Help
DEES8RY|[sBBI|o-o-|@ = A 22 b - @) .||
H1E | =0
A I C [ ] [ E [ F
B |Scenario A Artive
7 |Status Indicator R Ready
8 [Fiscalyearvariant  Z1 July- June, 4 special periods
9 |Fiscalvear 2004 July - June, 4 special periods 2004
10 [WBS element # Mot assigned
11 [Position # Mot agsighed
12 [CLIP Flag # Mot assigned
13
14 |Cost center Fund Funds center Commitment itern Cost element
15
16 397201 HSC3001 281 a020002 020002000  Telecommunications Wy
17 (397201 HSC3001 281 a020002 020003000  Telecommunications Wy
18 |297201 HSC3001 281 a020002 5040007000 Rentof Office Equipmer
19 297201 HSC3001 281 020002 5050003000 02 - Meals & Lodaing
20 | 397201 HSC3001 281 020002 5050005000 02 - Commoan Carrier
M Leirirink] Har2annd 1 03000 ANANN1ANAN N7t .- Parlkinm
E4|4|D|DI\SEM—BP513’ 141 /
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SEM-BPS Terms Review - Exercises

10. Define the following SEM-BPS terms:

a) Version

b) Scenario

c) Variable

d) Planning Profile

e) Planning Function
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SEM-BPS Planning Versions - Exercises

11. What are the four versions in Annual Planning ?

a)
b)
c)
d)

12. Define the following State Agency User Roles:
State Agency Data Entry Role

State Agency Approval Role

State Agency BW Reporting User
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Carla Wooley, January 2003 90



Strategic Enterprise Management-
AASIS Training Guide Business Planning and Simulation
SEM-BPS Annual Overview

SEM-BPS Functional Design / Navigation - Exercises

13. What are the two Annual Planning Profiles the agencies will use?
a)
b)

14. What would you do on the screen seen below?

Edit Goto

Utilties T Help
BlaP  CEe  SEE OnLan BE @
Business Planning and Simulation

Planning | Planning profile | Global planning sequences
BTN
Flan. area |Marme of planning area Wariahle Description of variable Characteristic |Description From value To value
AZSHFO1A|Budget Preparation Annual [BFSYERD1 |BudgetPrep Version (User-Specific) ZBPSVERS BudgetPrep Yersion |14
AZSBPO1A(Budget Preparation Annual [WBUSAREA (Business Area O0BUS_AREA |Business area 0513
AFSHFO1A|Budget Preparation Annual WCHGDES | Change Designation FCHAMGE Designation
AFSBPO1A|Budget Preparation Annual [WCHARNG Change Leve| ZCHAMGE Designation
AFSBPO1A|Budget Preparation Annual |WCOSTCEN (Cast Center FTCOSTCMNT Cost center 0000353201 0000355200
AZSHFO1A|Budget Preparation Annual |COSTELM | Cost Elerment OCOSTELMMT |Cost element
AZSBPO1A|Budget Preparation Annual [FUNDO1 Fund OFUMD Fund
AFSHFO1A|Budget Preparation Annual [FUNDS_01 |Funds center OFUNDS_CTR |Funds center
AFSBPO1A|Budget Preparation Annual [WJOB Joh (FROM) 0JoB Job
AFSBPO1A|Budget Preparation Annual (VJOB2 Job {TO) 0JoB Job
AZSHFO1A|Budget Preparation Annual |ZCOSTSEL |Mew Cost Center ZCOSTCNT Cost center
AZSBPO1A|Budget Preparation Annual [WPAYGLYZ (PayGrade and Level 0SALARYGR  |Pay Grade
AFSBHPO1A|Budget Preparation Annual (WPAYGLY3 (PayGrade and Level OSALARYLY Pay grade level
AFSBPO1A|Budget Preparation Annual |WPAYGRD2 (Paygrade 0SALARYGR  |Pay Grade
AZSBPO1A|Budget Preparation Annual [WPAYGLYZ (Payarade Level OSALARYLY  |Paygrade level
AFSHFO1A|Budget Preparation Annual |WPAYSTRL |Paygrade Structure OSALARYTY Pay grade structure
AZSBPO1A|Budget Preparation Annual [WPOSITIO  [Position (FROM) OHRFOSITION |Position
AFSHPO1A|Budget Preparation Annual |WPOS2 Pasition {TO) OHRFOSITION |Position
AFSBPO1A|Budget Preparation Annual |VSCEN Scenario ZSCEMARIO  |Scenario A5
AZSBPO1A|Budget Preparation Annual [WBS_ELO1 [Wark breakdown structure element 0ABS el | 0WBS_ELEMT WBS element
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SEM-BPS Functional Design / Navigation - Exercises

lPIanning areas Technical namq Eﬂul | a S Iv I,_—S- | E]I Ig I
= ﬁ Budget Preparation Annual AZSEPOTA TP
B &nnual Budget Validation ALIDATI 15 r':'mpt|
© A pgency costosterucgeting. pecence NG @SSRV @S (@D - =@ = & 22 e - 2
fcostentersPackage  JAGEMCCAL | . o
B Annual (ABS) budgeting BCCARLAY JE:.le Edit View Insert Format Tools Data Window Help
[ Annual Agency posttion budg(Cost Center) |BPOSASLC J . S |§ EL | & o2z, bl | &= +;§| . Oy . =
[ Annual Agency position budgeting (WES)  |BPOS AL | — — = s =
I A B C [ D L E |

15. Above is the tool bar on the planning layout screen, identify each icon’s function:

o
2|~

o

o=

~ a)
73
a
alw|
&5
Gl

| ¢
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Microsoft Excel Settings - Exercises

16. Why do you need to change the macro security level in Microsoft Excel?

17. What macro security level do you set in Microsoft Excel?
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SEM-BPS Signing on to the System - Exercises

18. On the SAP Logon what Logon path (description) do you use?

19. What Client should you be in when logging on to the system?

20. What is the only transaction you will use in SEM - BPS?
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Strategic Enterprise Management(SEM)

Overview Answers
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1. The core applications for R/3 AASIS include:
a) Financial Accounting (FI) — includes Funds Management Module
b) Controlling (CO) — includes Project Systems
c) Materials Management (MM)
d) Human Resources (HR)

2. There are two components within the Strategic Enterprise Management Module that will be used by the State.
a) The Business Planning & Simulation (BPS) component will be used to prepare the financial data
required to complete an Annual Plan and the Biennial Request.
b) The Corporate Performance Monitor (CPM) component will be used to prepare performance data —
such as Strategic Plans, targets, measures and results.

3. The State has 2 budget planning periods:
a) BIENNIAL — 2 year period with fiscal years that begin on July 1st and end on June 30th
b)  ANNUAL - 1 year period that begins on July 1st and ends on June 30th

4. What makes up the “Budget Quad?
a) Fund

) Fund Center

) Commitment Item

)

b
o}
d) Functional Area
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5. Complete the following (ex. Funds center = appropriation code):

a) Fund =7 DIGIT CODE REPRESENTING CASH AND TREASURY FUNDS

b)  Sub Funds Center = MISCELLANEOUS COMMITMENT ITEM

c) Commitment Item = BREAKDOWN OF EXPENSE CATEGORIES OF AN AGENCY’S
APPROPRIATION

d) Cost Element = (GL CODE) MASTER RECORD DESCRIPTION OF REVENUE AND
EXPENDITURES

e) Cost Center = ORGANIZATIONAL STRUCTURE OF AGENCY

f) Work Breakdown Structure = REPRESENTS GRANT AND CONSTRUCTION ACTIVITIES OF AN
AGENCY

g) Functional Area = REPRESENTS CAFR (COMPREHENSIVE ANNUAL FINANCIAL REPORT)
PROGRAMS

h)  Business Area = 4 DIGIT AGENCY NUMBER WITH LEADING ZERO (EX. 0610)

i) Position Number = 8 DIGITS (EX. 22080157)

j) Job (short description) = 4 DIGIT CLASS CODE (EX. K153, 9906) (CASE SENSITIVE ON SEARCH)

k)  Job (medium description) = CLASSIFICATION TITLE DESCRIPTION (EX. SECRETARY II) (CASE
SENSITIVE SEARCH)

) Classified = GRADES 1 - 26

m) Unclassified = GRADES 99 & 66

n) Pay Grade = GRADE ASSIGNED TO A JOB

o) CLIP = CAREER LADDER INCENTIVE PLAN
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6. Complete the following (ex. Funds center = appropriation code):

a) Business Explorer Analyzer = REPORTING TOOL FOR BPS
b) Workbook = REPORT (EX. SALARY PROJECTION REPORT)
c) Variable = USED FOR DATA RESTRICTION WHEN EXECUTING A REPORT
(EX. VIEW POSITIONS IN A COST CENTER RANGE RATHER THAN ENTIRE AGENCY)
d) Refresh = FUNCTION TO ACCESS THE MOST CURRENT DATA (EX. CHANGES MADE IN BPS)
e) Pay Grade = GRADE ASSIGNED TO A JOB (NON-CLASSIFIED JOBS WILL HAVE THE 4 DIGIT
CLASS CODE IN THE PAY GRADE FIELD)
f) Pay Grade Level = 01
g) Pay Grade Types =

01 - CLASSIFIED (GRADES 1-26)
02 - NON-CLASSIFIED (GRADES 99 & 66)
03 - EXTRA HELP

7.  Components of the SEM-BPS Annual layout:

a) Planning Area
b) Planning Package
c) Planning Level
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8.  Planning Functions
9. Planning Layout
10. Define the following SEM-BPS terms:
a) VERSION = PHASES OF BIENNIAL OR ANNUAL BUDGET PROCESS

b) SCENARIO = ACTIVE AND “WHAT IF” PLANNING

c) VARIABLE = USED FOR DATA RESTRICTION WHEN EXECUTING FUNCTIONS
OR SEQUENCES

d) PLANNING PROFILE = ANNUAL OR BIENNIAL
e) PLANNING FUNCTION = MACRO WRITTEN TO EXECUTE A PROCESS - ONLY
UPDATES “ACTIVE SCENARIO”

11. a) Version OA = Current Plan
b)  Version 1A = Agency Distributed Plan
c) Version 2A = DFA Reviewed Plan
d) Version 3A = Final Plan
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12. ROLE DEFINITION

State Agency Data Entry User has the capability to produce standard Business Warehouse
(BW) Annual Reports. User has the capability to enter
and change data to complete the Annual Operations Plan.

State Agency Approval User has the capability to produce standard Business Warehouse
(BW) Annual Reports. User has the capability to
enter and change data to complete the Annual Operations Plan.
User has the ability to enter revenue and verify that the Annual
Operations Plan does not exceed the authorized biennial budget.
Approves the Annual Operations Plan prior to its submission to the
DFA-Office of Budget.

State Agency BW Reporting User will have the ability to display information in the system by
having the capability to produce standard Business Warehouse
(BW) Annual Reports.

13. What are the two Annual Planning Profiles the agencies will use?
a) Annual Agency Profile
b) Annual Agency Approval Profile

14. What would you do on the screen seen below?
a) Set Variables
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15. a) Check validity of entry
b) Input help
c) Previous Combination
d) Other Combination. Select new value combinations
e) Refresh data to bring in recent changes

16. Why do you need to change the macro security level in Microsoft Excel?
To enable macros in the SEM-BPS system

17. What macro security level do you set in Microsoft Excel?
Medium security

18. On the SAP Logon what Logon path (description) do you use?
BWP[SEMPRD] - BWP Production

19. What Client should you be in when logging on to the system?
700

20. What is the only transaction you will use in SEM - BPS?
BPSO (zero)
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ANNUAL BUDGETING

BUSINESS PROCESSES
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ANNUAL PROCESS

ROLE® DFA Admin DFA Data Entry
April, 2003 Assist agencies during
Provide instructions for preparation of AOP

agencies to use when

preparing Annual Operations
Plan (AOP) (DFA-Office of | "> ‘ H E
Budget Web Site) ﬁ\.—'AK

A

(xl

-
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ANNUAL PROCESS

State Agency State Agency
Data Entry Approval
l Produce BW Annual
Reports
Produce BW Annual *
Reports Verify AOP to authorized
FY budget within the

l

Enter annual plan

}

Notify Management AOP
ready for review
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ANNUAL PROCESS

ROLE» DFA Data Entry DFA Admin
v

Calculate Fringe Benefits .
Approve
?

v

|I- Distribute Budget @

Return Budget to Agency
to approve

!

Review agency’s AOP _ I/
\ 4

!

OK - creation of Master Data
in AASIS not required

APPROVED
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ANNUAL PROCESS

ROLE® DFA Data Entry DFA Admin

|I» Review agency’s AOP Approve
/

APPROVED
l Corrections needed to AO 4
OK - creation of Master Data l
in AASIS required &
Return to Agency to

v

Submit to Office | > Office of Accounting

make corrections and
start process over

of Accounting Creates Master data
= l
Notify Office of Budget
when Master Data is
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ANNUAL PROCESS

ROLE®» DFA Admin
II After AOP approved, retract ‘ After AOP approved, retract ’
to AASIS - Controlling Module D k to AASIS - Project Systems D t
s /" D

Cost Centers:Actual/Plan Actual/Plan Comparison:
Variance S_ALR 87013611

! !
{

Verify by running report - Verify by running report - C%

Periods S ALR 87013544
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